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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsi ble clerical position enconpassi ng duties such
as composing letters for the fire chief, typing, filing and
retrieving information fromfiles, keeping specifiedrecords for
department enpl oyees, and performng related duties to relieve
the chief of mnor clerical problens. Although this positionis
basically non-supervisory, the Secretary to the Fire Chief is
responsi bl e for the general supervision of |ower ranking office
clerical personnel including assigning and review ng work. The
Secretary to the Fire Chief works independently in npost areas,
with general instructions for special assignnents received from
the Fire Chief. The incunmbent is responsible directly to the
Fire Chief, who directs and reviews work of this class.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | oqical
assignnents to this class.

Types letters, fornms, nmenos, statenents, formal reports,
etc.; proofreads typed material and corrects errors.

Sel ects and handl es any routine correspondence or requests on
own initiative. Conposes letters from witten or oral
directions by the chief. Wites routine correspondence.

Completes fornms such as personnel action forms, payroll
aut hori zation forns, etc. Keeps records as required, such as
annual, sick, or conpensatory |eave earned and taken by
enpl oyees.

Makes and answers tel ephone calls; screens the chief's calls by
redirecting calls to other individuals or offices that can
better take care of the call or by handling routine questions or
requests; screens visitors to determne if their business
warrants seeing the chief or directs themto other offices or
i ndi vidual s that can help. Answers questions and handl es any
routine requests by visitors to the office.

Schedul es appoi ntnments for the chief. Rem nds the chief of all
appoi ntments, neetings, etc. Assist the chief in interview ng
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perspective | ower ranking office clerical personnel.

Sets up a filing systemand revises such system when necessary.
Decides what is to file and what is to throw away. Files
correspondence, cards, fornms, and records in files which may be
sequenced al phabetically, nunmerically, or <chronologically.
Retrieves information or docunents fromthe files.

May also perform duties such as opening, sorting, and
distributing mail.

Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherw se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adni ssion to
the exam nati on.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exanination, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunmentation indicating, at a mninum that the
appl i cant has nmet the mninmum high school graduati on
requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the followng: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, coll ege diplom, or college transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must not be | ess than eighteen (18) years of age.

OFD 04-17-09



SECFC page 3 of 2

OFD 09-19-77
Rev 12-15-83
12-13-01
05-24-05
03-22-06

04-17-09



